Users Guide
PS&E Support

CONTRACT
PROVISIONS



TABLE OF CONTENTS

OVERVIEW OF PS&E WORD PROGRAM......ccooiiiiiiieiee 3
UNDERSTANDING THE PROGRAM ..o 3
GETTING STARTED ..o 4
CREATING A NEW PROJECT ... 6
UPDATING A PROJECT TITLE ..o 7
RECALL A PROJECT ..o 9
DELETING A PROJECT ... 10
CREATE A NEW RUN-LIST ..o, 14

ADD GENERAL SPECIAL PROVISIONS TO THE RUN-LIST..15

CHECK THE RUN-LIST FOR ERRORS ... 15
RECALL A RUN-LIST ... 16
RECALL AN INDEX. ... e 20
VIEW GSPS ... 20
REVISE GSPS ... e 20
SAVE GSP S . 21
CREATE A PROJECT SPECIFIC SPECIAL ......oiiiiiiiiiiieeee, 27

PS&E Word Users Guide Page 1 of 51



SAVE A PROJECT SPECIFIC SPECIAL ....ocoviiiiieeeeeeee 28

LOCATING AND DELETING YOUR SPECIAL .....cccevviiieiiiinnne 28
PAGE SETUP ... 32
STYLEBUTTONS ... 32
HOW TO FORMAT ... 34
TABLES ..o 36
TABLE OF CONTENTS ... 36
ASSEMBLE FOR REVIEW ... 40
ASSEMBLE FOR AD. ..o 40
CREATE A TABLE OF CONTENTS ... 40
CREATE A RUN-LIST WITH TITLES ... 42
CUSTOM TOOL BAR OPTIONS ... 46
PS&E HELP ... e 46
PSE MENU ..o a7
ADDITIONAL USER FORM BUTTONS .......cccooiiiieieeeee, a7
ST Y LES e 48

PS&E Word Users Guide Page 2 of 51



Overview of PS&E Word Program

The PS&E Word program was developed to assist Washington State Department of
Transportation Designers in creating contract provisions. The basic text processing software has
been enhanced with Visual Basic for Applications to increase efficiency for preparing the
Contract Provisions in the prescribed format, file management and transmittal. The program
allows users to easily format and assemble contract's following Washington State's guidelines.
All external users such as Cities, Counties, and Consultants should contact the Strategic Analysis
and Estimating Office (S.A.E.O.) for a copy of the program and directions on installation.
Questions or suggestions for modification should be addressed to the S.A.E.O., (360) 705-7456.

Understanding the Program

This program is a Word program with a user form attached to the bottom of a normal Word
window. In the user form are multiple buttons available for use. These buttons are programmed
using Visual Basic for Applications (VBA). When you start working on a project you will create
a run-list. The run-list is a word document used to hold all of the document names you want to
be included in your Contract. The program assembles these documents in the order that you
place them in the run-list. Essentially, you will have two windows open in addition to the user
form at the bottom of your screen.

@4 English.doc - Microsoft Word |Z||E|E| | Run-list.do M [=E3
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Project Run List Index Revise Assemble
Select Index
Load Job L\PSETEST Create New | AddtoRL {* AP-GSP (" Landscape ! Misc Open GSPDOC | Save Doc | AD Ready | AL wi Titles
Update Tite | | ¥ English " Metric RecallLast | Check RL " s " Electrical " Regional ¢ Bridge | | [ With Name | T.OC
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Open the selected Index
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Getting Started

Close all word documents. Then, you need to check your desktop settings to adjust the screen
resolution. To do this, right click on your desktop, left click on properties. Select the "Settings"
tab and adjust the Screen are pixels to be 1024 by 768. Select "OK" to activate.

Display Properties

| Themes | Desktop | Screen Saver | Appearance | Settings

Drag the monitor icons to match the physical amangement of your monitors.

Display:
|_'I. Dell 1305FF {Analog) on Intel(R) 823455 Express Chipset Family v|
Screen resolution Color quality
| Highest (32 bit) v|
......
| Idenify || Troubleshoot... | [ Advanced

| ok || cancel | = omh

Second, you need to create a shortcut on your desktop. External users will already have a
shortcut on their desktop if they download the program off of the internet. Internal WSDOT
users need to create a shortcut from the W: drive. To do this, right click on the Start button, left
click on explore. Locate the W: drive and click on it. Select DOTAPPS/PSE/Template2003.
Find the .bat file for your region and right click and drag to your desktop. When you release
your mouse it will give you an option to "Create Shortcut Here." This is the one you will select
and this will create a shortcut on your desktop that you will use to activate the program.

PS&E Word Users Guide Page 4 of 51



Section 1.
New Projects

Objectives
By the end of this section, you will be able to:

» Start and navigate through the program
» Create a new Project

» Revise a Project Title

» Recall a Project

> Delete a Project
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Creating a New Project

When you launch the program, you will be greeted by the main user form. In this form you need
to provide the project information. The information you provide will be included in the footer of
the assembled contract. You need to provide a Project Name, Indicate whether it is a plan review
or Design Project, and if it's English or Metric. After providing this information you will select
"New Project".

PS&E Project Selection

A, PS&E Contract Provision Preparation
7‘ Washington State
" Department of Transportation

Project Name: Office:
Project Development | CIPR Rl 5okl
Branch Title: Units:

f+ English  Metric

Headquarters ‘
Engineering & Environmental ‘

Version 3.0: September 2005 Open Project New Project Delete Project | Close ‘

The program will give you a message confirming your choice and you can simply say "OK" or
"Cancel". After selecting "OK", you will enter into a normal Word Window. However, it is
enhanced with a user form at the bottom of your screen and a few custom toolbar options.

Microsoft Word rg|

The directory L: \PSEVWEWPROIECT will be created.
Is this correct?

Cancel |
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PSE Main Form
Project Run List Index Revise Assemble
Select Index
Load Job ‘ LAPSETEST Create New | AddtoRL + Ap-GsP (" Landscape (" Misc Open GSP/DOC | Save Doc ‘ AD Ready | RL wi Titles
Update Title | |* English " Metric Recall Last Check RL " 115 (" Electrical { Regional " Bridge | ‘ With Name T.0LC.
H1|H2|H3|H‘||H5‘HG‘ N1|N2‘N3|N4|N5|NG| T1|T‘2|T3|T4|TS‘TE‘ {*‘)|HT| U1|U2|U3|U4‘U5|UG| :|=| CleﬂrDDcumBnt| Page Setup [
Select the job to work on

DO NOT RESIZE YOUR SCREEN.

The program adjusts the windows automatically and if you resize them, it could possibly affect
the performance. Now you have taken the first step in creating a new project. The computer
program automatically created a file in your drive titled the project name. It will save all of the
project specific files within this directory. The path to this directory is listed in the user form, in
a yellow box underneath the heading "Project”. All of the buttons in the form serve a purpose.
Later in this manual, you will discover these purposes.

Updating a Project Title

If you need to update a Project title, you can do so from within the program. Simply select the
button "Update Title".

PSE Main Form

Project
Loadjob | | L\PSENTEST
Update Title |) | ™ English  Metric
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This will load the main form that you encountered when you first started the program. Simply
enter the revised text and select "Update Title". Please note that you can not change the Project
Name here, you can only change the Title. Remember, this will appear in the footer of the
assembled contract.

PS&E Project Selection

PS&E Contract Provision Preparation

W/ Desariment of Transportaion
Project Name: Office:
Project Development | —
Branch e Ui
FIRST] - =

Headquarters ‘ SECOND
Engineering & Environmental ‘ e
_

Version 3.0: September 2005 et } | ‘ i |
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Recall a Project

More often than not, you will not be able to complete a project the same day you started it. If
you shut the program down, or shut off your computer, you will need to recall a project. To do
this, open up the program and type in the project name and select "Open Project".

PS&E Project Selection

PS&E Contract Provision Preparation

Washington State
" Department of Transportation

Project Name: Office:

‘ " Plan Review @ Design

Project Development
Branch Title: Units:

f« English  Metric

Engineering & Environmental

Version 3.0: September 2005 Open Project ‘ New Project Delete Project ‘ Close ‘

Headquarters ’
|
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Deleting a Project

If you choose to delete a project, you can do this from within the program. Simply select the
button "Load Job". This will load the main form and you need to type the Project Name exactly
how you typed it when you created it. Then select "Delete Project.” You will see a message
ensuring that you do want to delete the project. You can select OK or cancel.

PS&E Project Selection

PS&E Contract Provision Preparation

Washington State
" Depall-tmenl of Transportation
Project Name: Office:
Project Development | CIHERRele Dl
Branch Title: Units:

+ English " Metric

Headquarters ‘
Engineering & Environmental ‘

Version 3.0: September 2005 Open Project New Project | Delete Project Close ‘
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Lab 1

In this lab, you will create a new project, modify the title, and delete the project.

1.

2.

Activate the program by opening up the shortcut

Enter the project name "001"

Enter the project title "ALEXANDER TO FACTORY ROAD"
Select Design and English

Click on "New Project" and select yes

After the program loads, click on "Update Title"; replace the title with "ALEXANDER
ROAD", then click on "Update Title"

Close the program down by selecting the x in the upper right hand corner of the window
in every document. If the program prompts you to save any blank document, just select
no.

Activate the shortcut for the program and type in "001" for the project name, select
Design and English, and select "Open Project".

Click on "Load Job", enter in the project name "001" and click on "Delete Job". When
the message pops up, click OK.
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Notes
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|_esson 2:
Run-Lists

Objectives
By the end of this section, you will be able to:

» Create a new Run-List

» Add General Special Provisions to the Run-List
» Recall the Run-List

» Access different Index's
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Create a New Run-List

In the user form, there is a section titled "Run-List". There are 4 option buttons that you can use
within this section. When creating a new project, after you have entered the program, the first
step is to create a new run-list. To do this, select the option button "Create New".

PSE Main Form

Project Run List Index Revise Assemble
Select Index:

Load Job LAPSEVTEST Create Mew | AddtoRL " AP-GSP (" Landscape ¢ Misc  OPen Open GSPDOC I Save Doc ‘ AD Ready | RL wi Titles
Update Title | | ™ English  Metric Recall Last Check RL (" ITS (" Electrical ¢ Regional (" Bridge | | With Name oo

1| H2 H3|H4 HS HEI N1 | N2 N3INAINEINEI T1IT2]T3]T4]T5]TGI (“)JH'IJ ut| uz U3ILIAILIE LIEI 1] =I CleaanCumentI Page Setup I

When you choose this button, the program will merge all of the State Wide Index's into one
document and it will be on the left hand side of your monitor. The run-list will populate on the
right hand side of your screen. The program automatically inserts all of the amendments to the
Standard Specifications and will set focus at the beginning of the General Special Provisions.
The program will also insert automatically the intro to the amendments at the top of the run-list
and a document named "title”. This is just a blank document that the program uses to create the
footer in the assembled contract.

D RLIST.DOC - Microsoft Word

i Fle Edit View Insert Format Tools Table | PSEMenu | Rundist | PSEHelp Window Help AdobePDF  Acrobat Comments x Fle Edit ¥ew Insert
NEHR OGP S B S0 -830EE] S F[1] 0% -] E Hin - ¢ Fomat Tos Tabe

!5 @ seary.. | 3B %‘%! PSEMenu | Run-List

! g | Al Entries = re— ! PSEHelp Window Help

: ~ - — i Adobe PDF  Acrobat Comments
P@ @] A [A ] Q Favorites ~ | Go ~ | 53 | V\elympicfiles\plans\PSE\Work\RLIST.DOC - ! E x
fabl I (B | A @EEa 20l 0 30 Miv -
Eg ----- £ T T2 10f ¢+ L4 o LBD c v 26 252 v 2BE 324 v 36D 3560 432 SRS EIERE I 3 58 ) New.., !
no| INTRO.GR1 -+  SPECIAL-PROVISIONSY NN REMENTAN ] E
TEY (January-7 -2008)] 7 e
= All-Projects]] fabl (B o | 3 HEva
Mot [Lfe e B 2] e
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No| TITLEY

Mol = DESWORK.GR1 -+ DESCRIPTION-OF-WORKT INTRO AP

v ] . INTRO . AMAY

Mo DESWORK1.FR1 - (Description-of- Work)q 03.AP11

TEY (March-13,-1995)ﬂ 04 APH'I

Mo Use-in-all- projects- except-those-involving- only- painting- of- metal- US-AF’H]

bridges. ] 07.AP1q

Mo (1-fill-in)qf :

Nol 9] hd 08.AP11 v
o BESWORKS P Description of Work - Bridge Painfing)ii 8 09.AP1] s
b= (January-7,-2002 @ 10.AP1] @
) Use-in-projects-involving-only-the-painting-of-metal-bridaes 11 ¥ 01.AP2| ¥
Els = =wx¢ > BE =L >
Egraw'p@|.hgm5hapes'\\Doﬂﬂf‘:?@@|&'g'é'fﬁﬁﬂj! l\?l\DOA_—Hg' !
Page 3 Sec 1 3116 At 518.4pt Ln 42 Col 1 | Page 1 Sec 1 11
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Add General Special Provisions to the Run-List

The Index's provide instructions for use to aid in the selection of GSPs that you will include in
the project. The program automatically inserts the introduction to the GSPs. It inserts both
Metric and English introductions so you must delete one, pending on what type of project you
are working with. The Metric introduction is named INTRO.AM1 and the English introduction
is named INTRO.AP1. Scroll through the Index’s and put your cursor in the file name that you
would like to use. Then in the user form, select "Add to RL" option button.

Run Li
Create New Add to RL

Recall Last Check RL

The program will copy and paste the document name in the run-list. Remember to save the run-
list periodically. Treat it just like a normal word document.

Helpful Hint: The program will insert the file name where the cursor is in the run-list. The
cursor should be at the bottom so you can insert the files in order. When you assemble the
contract, the program will put the files in the order that they are listed in the run-list.

Check the Run-List for Errors

If there are errors in the run-list, then you can not assemble the contract. Generally, any errors
that occur are because the program can not find the file you have listed in the run-list. This could
be due to misspelled file names and/or incorrect file locations. To check the run-list for errors,
choose the option button "Check RL".

]
Run List

Create New M

Recall Last Check RL
~—__

The program will scan the run-list for errors. If any are found, you will get an error report
stating what documents the program can not find.

Helpful Hint: Sometimes, the run-list file names might have hyperlinks on them. You need to

remove these links for the program to work correctly. To do this, highlight the file name and
right click. Choose the option to remove the hyperlink.
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Recall a Run-List

If you lose your run-list or close the program, you will need to recall your run-list. To do this,

select the option button "Recall Last".
|

Run List

Create New Add to RL

<
Recall Last Check RL

The program will open the last saved run-list and set the document window in the correct
position (right hand side of screen.) Now you can add more documents to the run-list and
change files as needed.
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Lab 2
In this lab, you will create a new run-list, add GSPs to the run-list, and recall a closed run-list.
1. Activate the program by opening up the shortcut
2. Enter the project name "001"
3. Enter the project title "ALEXANDER TO FACTORY ROAD"
4, Select Design and English
5. Click on "New Project”
6. Once in the program, select "Create New" under the Run-L.ist section of the user form.
7. Add a few GSPs from the Indexes to the run-list.
8. Save the run-list.
0. Shut down the program
10. Open up project "001"

11. Select "Recall Last" in the Run List section of the user form.
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Notes
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Section 3:

General Special
Provisions (GSPS)

Objectives
By the end of this section, you will be able to:

» Recall an Index

> View GSPs

» Revise GSPs

» Complete Fill-In GSPs
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Recall an Index

You learned in the last section how to recall a run-list after you have shut down the program. To
access your Index again, you will have to recall this as well. To do this, select what Index you
would like to open in the Index Section of the user form. Then click on the "Open” button. AP-
GSP is the WSDOT Statewide Indexes for GSPs and Amendments. The program will get the
Index that you specify and position it in the left hand side of your window.

.|
Index

Select Index
i ap-GSP (" Landscape { Misc
" ITS { Electrical { Regional { Eridge
View GSPs

When you are picking the GSPs that you would like to add to your project, all you are able to
see is the GSPs name and the instructions for use. If you would like to view the GSP, you
simply put your cursor in the file name and in the Revise section of your user form, click on
"Open GSP/DOC" above the yellow box.

.|
Revise

Open GSR/DOC | Save Doc |

The program will then open up the selected file in a new window. You can close this by hitting
the black x in the upper right hand corner and you will be back viewing the Index. After you
have added documents to your run-list, you can also take advantage of this feature exactly the
same way as you do from the Index.

Helpful Hint: You can view any file this way, not just GSPs.

Revise GSPs

If you must revise a GSP it is no longer considered a GSP. Therefore, you must delete the date
plus the paragraph mark and insert asterisks instead (using the (**) button in the user form.
Then, make your changes to the document.

Helpful Hint: When revising fill-in GSPs you have to delete the asterisks and money symbols

and replace with your text. You do not want the finished document looking like a regular fill-in
GSP.
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Save GSPs

You are about to learn how to save a revised GSP, keep in mind that this is the same way that
you will save your project specific specials and fill-in GSPs. After you make your changes to the
revised GSP, you need to save this file into the project directory because it is now a custom
document. To do this, choose the "Save Doc" button above the yellow box in the Revise section
of your user form.

|
Revise

Open GSF/DOC | @

When you click on this button, it will open up the file/open window and automatically place you
in the project directory.

Save As @

Save in: |hi'l TPGSPS v @-@|Q X i & - Tools~
ﬁ Mame Size  Type Date Modified
: Wp,poc 71KB Microsoft Word Doc...  7/10/2008 1:01PI
E":EE&;EF:E 0 runist. doc 22KB  Microsoft Word Doc...  7/10/2008 1:01P1
@rlist.dnc 31KB Microsoft Word Doc...  7/3/2008 3:49 AM
= @B-lﬂ.dtﬂ: 77KB  Microsoft Word Doc,.. 712008 9:35 AM
l- M wg8-20,doc 1KE Microsoft Word Doc,.. 712008 9:35 AM
Desktop @B-ll.dac 115KB Microsoft Word Doc,..  7/1/2008 9:23 AM
W egp.DOC 1KB Microsoft Word Doc...  6/30/2008 11:52 4
) W egn-ist. doc 1KE Microsoft Word Doc...  &6/30/2008 11:52 4
.--/ W ~egrlist, doc 1KB Microsoft Word Doc.,. 6/30/2008 11:51.
My Documents || W50, doc 99KB Microsoft Word Doc...  6/30/2008 11:25
Iﬂ_’lﬁ-ﬂz.dnc 410 KB Microsoft Word Doc,..  6/30/2008 11:10
Ej}g IﬂJE=5F‘F‘\E'I.I'ISICII"MIS.I:|I:||: I79KBE  Microsoft Word Doc,..  627/2008 3:56 PI
My Computer
< &
! File name: || w |
My Metwork
Places Save as type! | Word Document (*.doc) v [__cancel |

Choose a name that does not resemble a GSP or Amendment and save the document in the
directory. You need to type the document name in the run-list to ensure that this document will
be assembled with the project. DO NOT PUT THE FILE EXTENSION in the run-list i.e. ".doc".

Helpful Hint: You can also manually type the name of the document in the yellow box

underneath "Save Doc" in the user form. Just make sure that your focus originally is in the
document you would like to save before you do this.
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Complete Fill-In GSPs

Some GSPs require that you fill-in some specific information. To decipher if the GSP is a fill-in,
the instructions for use will tell you how many fill-ins, if any, are in the document. Another clue is
the file name extension will start with an F (English) or S (Metric).

1§ EGSP1. doc - Microsoft Word

I Fle Edit View Insert Format Tools Table Window Help AdobePDF  Acrobat Comments Type a question for he

N EE RSB RPE L B A C e 30 EE ] - @) sred G B o) B o
b @ Searity... | ﬂ i M | @! E_FinaIShowwng Markup ~ Show = | 1_:} ‘2} {} z Q} '| | 82 - | _.4} | g !
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Mol ]
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Mo T[

Mol =DESWORK.GR1 -+ DESCRIPTION-OF-WORKY
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E (March-13,-1995)]

Mo Use-in- all- projects- except- those-involving-only- painting-of-metal-

prTd A

Mol

ol 1

Mol DESWORKZ2 FB1 - (Description-of- Work---Bridge-Painting 1]

TE! (January-7,-2002)
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T 1

Mol 02,GR1 -+ BID-PROCEDURES-AND-CONDITION ST

Mo T[

Mol 0204 FER1 -+ Examination-of-Plans,-Specifications-And- Sitef]

TE of-Work{

TE (March-13,-1995)Y

TE! Use-in-projects-for-which-soils-investigations-have-been-made |

TE {1-fill-in g7

Mol ]

e 0206,GR.1 - Preparation-Of-Proposalf b
Mo T[ z
Mol = 02062 .GR1 - (Supplemental-Instructions)f 2
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El= == @<l >
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If you select a GSP for the project that is a fill-in, then you need to open up the GSP BEFORE
adding it to the run-list. Fill-In the appropriate areas, they are easily distinguished because of
the asterisks and money symbols i.e. *** $$1$$ ***. Select the money symbol and the number
and replace with your project specific information. A fill-in could be a date or an amount of days;
it just depends on the file. The number represents what fill-in you are on. If you instructions of
use state that there are 3 fill ins, then you will see *** $$1$$ ***, *** $$2$$ ***, and

% $$3$$ *** throughout the document.

0§ 07171.FR1 - Microsoft Word
! Ele Edit View Insert Format Tools Table Window Help  Adobe PDF  Acrobat Comments Type 3

NS H OISR R e B A9 3 e ] - @ dked Gl o [B] = 5

Pp @ seaity.. | iR gws!
iEg | All Entries » | i !
fabl 4 (B o | (3 EE
Elga_c P R o R 329 60 + ¢+ 396 ¢+ ¢ 43z ¢ LREREIS f
"2l = (April-2,-2007)1 iy
H2| - TC-"-Utilities-and-Similar-Facilities-"-}Utilities-and-Similar-FacilitiesY
1 Section-1-07.17-is-supplemented-with-the-following:y]
T g
T2 Locations- and- dimensions- shown- in-the- Plans- for- existing- facilities- are- in- accordance-
with-available information-obtained without-uncovering, measuring, or-other- verification |
T2
T2 The- following- addresses- and- telephone- numbers- of- utility- companies- known- or-
suspected- of- having- facilities- within- the- project- limits- are- supplied- for- the- Contractor's-
convenience:q
T2 J
T3
v
:
=]
¥
Ele = =mz¢ >
i Draw - L | AutoShapes~ ™ DD“_-J‘&C‘:? (8] &\{‘)vﬁvﬂvff T "1 j!
Page 1 Sec 1 1f1 At 36pt LA iGol 2 (|

After you have filled in the required portions, then you need to save the document. Again, select
the "Save Doc" button under the Revise Section in the user form, type in the document name,
and click Save. There is a naming convention to follow for naming fill-ins. The standardization
of this helps the reviewers determine what original document was used to create the custom
document. To name a fill in, just add an "F" to the beginning of the original name and drop the
extension. For example, 0103.FR1 will be renamed to "F0103". After you name the fill-in, add it
to the run-list by manually typing in the document name. Make sure you are in the correct
location of the run-list that you would like the document to be assembled.
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Lab 3

In this lab, you will recall the Statewide Index's, open and revise GSPs, complete fill-in GSPs,
and add them to the run-list.

1.

2.

10.

11.

12.

Select "AP-GSP" in the Index Section of the user form
Click on the "Open" button next in the same section.

Select the GSP titled "INTRO.GR1"

Click on the "Open GSP/DOC" button in the Revise Section of the user form.

Close this GSP using the small black X located in the upper right hand corner of the left
hand window.

Select and open the GSP titled "02063.FR1"

Delete the last heading and two paragraphs below it.

Go to the top of the document and delete the date and carriage return and replace with
asterisks. Go through the document and complete the fill-in sections but remember to
delete the asterisks in addition to the money symbols and number. For this exercise,
type what you choose for the fill-ins.

Save this document with the name "ALTERNATIVE BIDS"

Type this document name to the end of the run-list (remember not to put the file
extension).

Save the run-list.

Open up GSP "03021.FR1". Complete the fill-in areas and save the document with the
name "F03021". Add this GSP to the run-list and save the run-list.
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Section 4;

Creating Project
Specific Specials

Objectives
By the end of this section, you will be able to:

» Create and save a project specific special

» Locate the project specific special in the directory
» Delete the project specific special
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Create a project specific special

To create a new special, choose file-->new-->blank document. You now are able to type in the
project specific text. It is helpful to view your formatting marks. To turn these on, select
tools-->options-->view, and underneath "Formatting marks" select "All".

Security Speling & Grammar Track Changes
LIser Information Compatibility File Locations
View | General Edit Print Save
Show
[ ]startup Task Pane [ ] Smart tags Windows in Taskbar
Highlight [ ] animated text [] Field codes
[ ] Bookmarks Horizontal scroll bar Field shading;
Status bar Vertical scroll bar |.-5.Iways "
[ ] ScreenTips [ 1 picture placeholders

Formatting marks
[]Tab characters [ Hidden text
[ ] spaces [ ] optional hyphens
] Paragraph marks

Print and Web Layout options
Drawings White space between pages (Print view only)
[ ] object anchors Background colors and images (Print view only)

[ ] Text boundaries Vertical ruler (Print view only)

Cutline and Mormal options
[ ] wirap to window Style area width: 0.2 >
[ ] Draft font:

[ Ok ] [ Cancel
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Save a project specific special

To save this special, select "Save Doc" in the Revise section of the user form. This is the same
way that you save fill-in GSPs. When you select this button, the program automatically saves
the file in the project directory.

|
Revise

Open GSPDOC @

| —

Locating and deleting your special

To locate the job directory where the project specific specials reside, write down the path in the
yellow box underneath the Project area in the user form.

{+ Englizh Metric

Now, right click on "Start", choose "explore", then locate the drive that is first in the path, then go
to the folders listed in the path and you will find the job directory. Inside this directory you will
find the job specific special. From here you can delete files if you choose.

Helpful Hint: You can also delete the entire directory by locating the folder in windows explorer
the same way you delete the individual special.
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Lab 4

In this lab, you will create a new project specific special, save the special in your job directory,
and locate the file using project explorer to delete it.

1. Choose File-->New-->Blank Document

2. In the Revise section of the user form, select "Save Doc"

3. Name the special "NewDocument" and select Save

4. Write down the project directory path (located in the yellow box beneath the Project

section of the user form).

5. Close the document "NewDocument".
5. Right click on Start, choose explore, and navigate to your folder following the path.
6. Open the project directory and delete the file named "NewDocument."
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Section 5:
Formatting

Objectives
By the end of this section, you will be able to:

» Apply the correct margins and line numbers to the project specific
special
Apply different styles to the text

Obtain a general idea on how to format specials using WSDOT's
standards.

Format tables and set tabs
Include headings to use in the Table of Contents

VV VY

PS&E Word Users Guide Page 31 of 51



Page Setup

To set the correct margins and apply line numbers to the document, just select the button "Page
Setup”. This automatically sets the margins and line numbers.

Style Buttons

In the user form, the bottom row of buttons contains styles you can use to apply to the text.

PSE Main Form

Project Run List Index Revise Assemble
Select Index
Load Job LAPSEVTEST Create Mew | AddtoRL " AP-GSP (" Landscape ¢ Misc  OPen Open GSPDOC I Save Doc ‘ AD Ready | RL wi Titles
Update Title | | ™ English  Metric Recall Last Check RL (" ITS (" Electrical ¢ Regional (" Bridge | With Name oo
‘ H1| HZ H3|H4|H5|HE| N1INZIN3IN4]NEINEI T1IT2]T3IT4]T5]TGI (“)JH'IJ LI1IL|ZILI3ILI4 us| ue I = I CIEE[DDCUH‘EMI Page Setup I

Because there are only buttons up to the sixth level, you can access more styles by hitting
Ctrl+Shift+S.

=
+ i Styles and Formatting * x

You can manually type what style you
would like in the box.

Pick formatting to apply

Clear Formatting ~

14 pt Or, you can search through the list
pt, Bold, Centel and pick formatting to apply

24 pt
24 pt,
Body Text Inder 1
B Bulleted

» Bulleted,

C1 1

Show: | Available formatting W
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As a general rule:

H1-H9, are used for Headings.
N1-N9, are used for Numbers.
T1-T9, are used for Text.

U1-U9, are used for Tables.

S1-S9, are used for Short Words.
L1-L9, are used for Long Words.
C1-C2, are used for Centered Text.

The larger the number after the style, the more indented the text will be from the left margin.

To apply a style to the text, just insert the cursor in the text and select a button from the user form. The
program will apply the style to the entire paragraph. To apply the same style to more than one paragraph,
drag your cursor down the consecutive paragraphs and apply the style.

Helpful Hint: After you select a button from the user form, you must reset focus back onto your
document.
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How to Format

When creating a job specific special, the first thing that you must do is create a new document.
Hit "Page Setup™ on your user form to set the margins and apply line numbers to the document.
Now you can start typing the content of the special. Generally, you start with a heading and then
type text below that you want included in the Contract Provision. After typing your special you
will apply styles to the text. Headings need "H" styles applied to them. The normal text will
have "T" styles applied to them. Numbers will have "N" styles applied to them. These are the
most common types of styles that you will use.

You first need to figure out what in the Spec Book you are going to be revising, deleting, or
supplementing. After you find the section you need to type all of the headings up until the main
heading and then write your supplemental text. After your supplemental text you write your job
specific special starting off with asterisks to alert the Contractor that it is a job specific special.

¥ p1.doc - Microsoft Word

! Fle Edit Wiew Insert Format Tools Table | PSEMenu | Rumdist | PSEHelp Window Help Adobe PDF  Acrobat Comments x

il 2 Mid e - Helvetica » 2 gBlr nllEl= === s iz am i mo 2o A

i 0 seanity.. | P 3 bl|oo B

P 6 | All Entries - | New..,

e I e s = ] [R5

g ----- 36 F20en e 108 ¢ v 144 o 1BD o 206 o DGR e 288 + v 3+ - - 360 -+ - 396 - - - 432 - ANIERTER TJ
H1)\ - AWARD-AND-EXECUTION-OF-CONTRAC Tftc:"AWARD-AND-EXECUTION.OF-
CONTRACT}

H2| |- Execution-Of-Contract{tc:"Execution-Of-Contract"jf

T1 Section-1-03 3-is-supplemented-with-the-following |

T1 1

T2

T2 [FistieContracting-Agency's-intent-to-execute-this-project-within-24-hours-after-award |

N
ot
F3
@
¥

IE]m = = = < >

iDrawr ig |Autoshapes- N N 1O A Bl - Z-A-=S=5 @ @

Page 1 Sec 1 11 At 75.6pt Ln 3 Col 1 [EE'Y

Below are examples of a new document with styles applied to it. On the left hand side of the
text, in parenthesis, are the styles applied to the text. Also, on the far left hand side of the
document, you can view the styles you applied to the text. To access this view from the program,
go to "View" and select "Normal". You can resize the line that separates the style view from the
document by positioning your cursor over the line and dragging it to the left or right.
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T§ Document3 - Microsoft Word

! Fle Edit Wiew Insert Format Tools Table | PSEMenu | Rundist | PSEHelp Window Help Adobe PDF  Acrobat Comments x
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iabl M (B 7 | & g
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T2 (T2)Text-that- follows-the-heading- goes-here --If-the-text-ends-in-a-colon-then-you-need-to-
indent-the-next-set-of text-and-separate-with-a-return
Mol 1‘[
T3 ||
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Tables

Generally, all tables should have "U" styles applied to them. Use one tab instead of spaces to
separate columns in tables. Set the tabs by selecting from the tab options at the far left of the
horizontal ruler. Click the tab until it changes to the type of tab you want. Most likely, you will

use Left Tab El Right Tab El Center Tab , or Decimal Tab .

After you have selected what type of tab you want, click on the ruler where you want the tab
stop. If you hold down the mouse button it will display a dotted line down your screen
indicating where the text will line up. You can also remove tabs by clicking on the tab and
dragging them off of the ruler. To set multiple tabs at once, for example if you have multiple
lines of text and you want the tab to be the same all the way down, highlight all of the text and
set the tabs.

Example using Right and Left Tabs

@---E% ----- F2eooo 199----144---11&-

* Table-and-Tab-Examplef
Mo ﬂ
b2 Cong.Class 4000 = 320G
Uz Structural-Carbon-Steel - 600-+LBY]
Uz St.-Reinf.-Bar - 585+ LB
Uz Drilled-Holes -+ 84+ Eachf

Example Using Center Tabs

@)---E-}ﬁ-----?1-----199----144----15:----@252
H

» Table-and-Tab-Exampley
Mo 1'[
uz 3/4-inch-square-opening - 1009]
uz 1/2-inch-square- opening -+ 60-809
uz 1/4-inch-square- opening -+ 5-351
uz U.S-MNo-10 - 0-10
uz U.5 -MNo.-200 - 0-2.

Table of Contents

You have to code headings throughout your specials that you would like to be included in the
table of contents. To do this, set focus in the heading and select "HT" in your user form. The
program will then insert hidden text of the heading on your document. This text will not print; it
will just be used to create the table of contents.
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Lab 5

In this lab, you will set up a new document with the correct margins and line numbers, apply
different styles of text, format a table and set tabs, apply hidden text to headings so they are
included in the table of contents.

1.

2.

10.

Choose File-->New-->Blank Document

Select "Page Setup” from the user form.

Type the following:

AWARD AND EXECUTION OF CONTRACT

Execution of Contract

Section 1-03.3 is supplemented with the following:

It is the Contracting Agency'’s intent to execute this project within 24 hours after award.
Apply a H1 style to the first sentence (this is the main heading for Section 1-03 in the
Spec Book). Apply a H2 style to the next sentence (this is the heading for Section 1-
03.3 in the Spec Book). Apply a T1 style to the next sentence. Apply a T2 style to the
last sentence. Insert asterisks above the last sentence. Insert hidden text to the Main
Heading.

Save the document with the name "ExecuteTimeFrame".

Add the document to the end of your run-list and save your run-list.

Create a new document

Type the following (remember to separate text with one tab):

3/4 inch square opening 100

1/2 inch square opening 60-80

1/4 inch square opening 5-35

U.S.No. 10 0-10

U.S. No. 200 0-2.0

Highlight all of the text and apply a U3 style to it. Select a center tab and place on the
ruler at number 3.

Close file without saving.
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Section 6:

Assembling Contract
Provisions

Objectives
By the end of this section, you will be able to:

» Assemble contract provisions for review.
» Assemble contract provisions for AD.

» Create a table of contents.

» Create a run-list with titles.
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Assemble for Review

When you assemble the contract provisions, the program uses the run-list to merge all of the
documents together in the order that they are in. The program saves this complete set of contract
provisions in your job directory titled P.doc. To assemble the contract provisions you select an
option underneath the Assemble portion of your user form. To assemble the contract provisions
for review select the "With Name" option. When you assemble with names, the program inputs
all of the document names with each document so you can decipher what file needs to be edited
or corrected. It also inserts the date you assembled in the footer.

Assemble

AD Ready | RL w/ Titles

@h Name |) T.0.C.

Assemble for Ad

To assemble the contract provisions for Ad, select the "AD Ready" option. When you assemble
Ad Ready, the program does not insert the file names and it does not put the date in the footer.
This is the copy that you want to create when you print the job for Ad.

Assemble

AD Ready )RL wi Titles

With Name T.0.C.

Create a table of contents

When you create the table of contents, the program uses the hidden text in the headings within
the assembled p.doc. After you have created the p.doc you can create the table of contents. You
must close every document but one blank document. You must select your printer first before
you create the table of contents. After you do this, then you just simply select the "T.O.C."
option in the Assemble area of your user form.

Assemble

AD Ready | BL wi Tiles

With Nﬁmg T.0.C
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The program will create the table of contents, format, and save it in your file directory named
contents.doc. Below is an example of the table of contents.

T§ contents.doc - Microsoft Word
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iy o seanty. | 3% 0| oo
g | Al Entries + | Mew..,
fab| [ B o7 | 3 EE|A
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No CONTENTSY
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Mol ﬂ
Mol ﬂ
Mol INTRODUCTION M
b AMENDMENTS-TO-THE-STANDARD-SPECIFICATION S
01 SECTION-1-03,AWARD-AND-EXECUTION-OF CONTRACT 1M
Tl SECTION-1-04 -SCOPE-OF THEWORK M
T SECTION-1-05-CONTROL-OFWORK: 2
TO|  SECTION-1-07 LEGAL-RELATIONS AND-RESPONSIBILITIESTO THE-PUBLIC—-21] P
T0]  SECTION-1-08-PROSECUTION-AND-PROGRESS 61 :
T  SECTION-1-09 -MEASUREMENTAND-PAYMENT- a1 :
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Create a run-list with titles

The run-list with titles can be used by the reviewer to relate the file name with the document
itself. To create this file, select "RL w/Titles" under the Assemble area of the user form.

Assemble
AD Reau\(m

With Mame T.0.C.

When you create this the program creates a document listing all of the file names and the first
line of text in the document. It will insert the name, date, and time made in the footer and save it
as runlist.doc in your job directory. This is different then the actual run-list because it lists the
first line of text in each document with the file names. Also, the name the program gives it is
"runlist™ and the regular run-list that is used to assemble the contract provisions is named "run-
list". Below is an example of a runlist with titles.

0§ RUNLIST.DOC - Microsoft Word

i Fle Edit WVew Insert Format Tools Table | PSEMenu | Rundist | PSEHelp Window Help Adobe PDF  Acrobat Comments x
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Mo INTRO AP1 INTRODUCTION
Mol 03 ARL. o SEGTION. 1:03, AWARD AND. EXECUTION. OF
Mol (04 AP SECTION 1-04, SCOPE OF THE WORK
Mol (05 AP SECTION 1-05, CONTROL OF WORK
Mol 07 AP SECTION 1-07, LEGAL RELATIONS AND
Mol 08 AP SECTION. 1-08, PROSECUTION AND PROGRESS
Mol 09 AP] SECTION. 1-09, MEASUREMENT AND PAYMENT.
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Lab 6

In this lab, you will assemble your run-list for review, Ad, and create a table of contents. You will
also create a run-list with titles.

1. Select "With Name" in the Assemble section of the user form.

2. When the program is finished assembling, select "AD Ready" from the user form.

3. Locate the P.Doc in your file directory. This is what you will print for AD.

4. Close out all files but one. Select your printer and select "T.O.C." from the Assemble

section of the user form. Close the file that the program just created.

5. Locate the Contents.Doc in your file directory. This is what you will print for your table of
contents.

6. Select "RL w/Titles" from the user form to create your run-list with titles. Scroll through
this document and notice that it inserts the first line of text to the right of the document
name.

7. Close this file.
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Section 7:

Custom Tool Bar
Options, Styles, and
Additional User Form
Buttons

Objectives

By the end of this section, you will be able to:
» Access and understand the custom toolbar options.
» Understand all of the custom styles used for Contract Provisions.
» Understand additional user form buttons.
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Custom Tool Bar Options

PS&E Help

The help documents for creating special provisions can be accessed by clicking on PSE Help in
the menu at the top of the window.

L-_E. Documentd - Microsoft Word

JEiIe Edit “iew |nzert Fommat Toolz Table | PSE Menu| Fun-Lizt ‘@ Help  Acrobat |
DzEae gLy 2ad o o @D =EE =8 Bg 0 -0,

Once you click on PSE Help you will get the menu shown below., Just click on the item you
want to learn about and the document will open.

il Document3 - Microsoft Word

J File Edit “iew Insett Fommat Toolz Table | PSE Menu | Fiun-List || PSE Help Windpw Help Acrobat

JD@E|§&“€?|%E@|:‘JTNT|% Getting Startgd

B I U |§ EreatllngaFllun-Ilst
YWhorking ‘with G5P=

J b @ Secunty. 55 ﬁ | [+ Creating Mew Documents

Elﬂ...,...1...,...2...,...3... Revising Docurnents ,...E.aa

" Agzembling Cantract Provizions
o

JN:::rmaI =~ Helvetica - 11 =

o T able of Contents
Rur-lizt With Titles
Delete Job

Daocument Styles

=|e|a|=z[4] | »
| Page 1 Sec 1 iy [scost tat celr[REC [RE B 2R Y
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PSE Menu

If you lose your user form at the bottom of your screen, Select the PSE Menu option in your
toolbar and choose "Show Form™. The additional options listed in this menu are the same as

your user form. You can access them through the menu if you choose.

| BSE M Run-list | PSE Help
Shaow FD@

P 1=

Load Job

Create English Run-list
Create Metric Run-List

— Open Current Run-List

Asterisks
Hidden Text

Read GSP
Save G5P

Assemble Ad Ready
Assemble With Doc Names
Table of Contents
Rundist with Titles

Additional User Form Buttons

There are a few miscellaneous items that are helpful in preparing Contract Provisions. They are
the plus/minus, degree and Clear Document buttons located in the Style section of the menu.

PSE Main Form

Project

Load Job I IAPSEMWANUAL R

Run List

Create Mew Addto RL

Select Incex

Undate Tile | | Engiish " Metric |

Recall Last Check RL

ndex

AP-GSP  Landscape { Misc | ORen |

Assemble

Save Doc I AD Ready | RL wef Tiles

175 " Electrical ¢ Regional ¢ Eridge

e e e e e B e e e R R B R e e e e e e R R e e e

With Mame TOC

4 | 5 | Clear Documentl Pace Setun |

"Page Setup™ is used when you are creating a new document or revising a new document to make
sure it has the correct margins and page numbers.

"Clear Document™ is used anytime to refresh your window. It clears the current document and

replaces with a new blank document.

Contents.

"+" is used to insert a plus/minus symbol into your document.
"°" is used to insert a degree symbol into your document.
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Styles

Styles provide an easy way to automate formatting. Each style contains different formatting
instructions and can ensure that all of the documents have the same format. Instead of applying
each formatting command individually, you can apply them to each paragraph by attaching a
style.

Listed below are the different styles for Contract Provisions and an explanation of how to use
them. Some are available under the Style section of the menu. The rest are available in the Style
section in the upper Word menu or you can use the ALT key to apply them, i.e. ALT H1.

Heading Styles
The headings styles are in two font sizes. Headings 1 through 3 are font size 12 and Headings 4
through 8 are font size 11.

H1  Main Heading style. Full margin, bold and all in caps. This style
automatically puts the blank line after the heading and “keeps” to ensure the
heading is always with the text.

H2  Second Heading. Full margin and bold. Only the first character of each
word is in caps. There is no blank line after this heading, but it will stay with the
text.

H3 Third Heading. One indent with bold italics. Only the first character
of each word is in caps. There is no blank line after this heading, but it will
stay with the text.

H4 Fourth Heading. Two indents and bold. Only the first character of each
word is in caps. Thereis no blank line after this heading, but it will stay with the
text.

H5 Fifth Heading. Three indents and bold. Only the first character of
each word is in caps. Thereis no blank line after this heading, but it will
stay with the text.

H6 Sixth Heading. Four indents and bold. Only the first character of
each word is in caps. There is no blank line after this heading, but it will
stay with the text.

H7  Seventh Heading. Five indents and bold. Only the first
character of each word is in caps. There is no blank line after this
heading, but it will stay with the text.
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H8 Eighth Heading. Six indents and bold. Only the first
character of each word is in caps. There is no blank line after
this heading, but it will stay with the text.

H9 Ninth Heading. Seven indents and bold. Only the first
character of each word is in caps. Thereis no blank line
after this heading, but it will stay with the text.

TEXT STYLES JUSTIFIED
You use the justified text styles for normal text. Font size is 11.

T1 Paragraph Standard. The system automatically defaults to this style. Full margin justified
text.

T2 Justified text indented one.
T3 Justified text indented two.
T4 Justified text indented three.
T5  Justified text indented four.
T6  Justified text indented five.
T7 Justified text indented six.
T8 Justified text indented seven.

T9 Justified text indented eight.

TEXT STYLES NOT JUSTIFIED
You can use this style when you make a table or if you do not want your text justified. Font size
is 11.
Ul Full margin text not justified.

uz2 Text not justified indented one.

U3 Text not justified indented two.
U4 Text not justified indented three.
U5 Text not justified indented four.

U6  Text not justified indented five.

u7 Text not justified indented six.
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U8 Text not justified indented seven.

U9 Text not justified indented eight.

TEXT TABBED AFTER NUMBERS OR LETTERS JUSTIFIED

These styles are used when the text is numbered or lettered. Font size is 11. Below is an
example.

1. This is an example of text that is numbered or lettered. This is an example of text that is
numbered or lettered.

N1 Full margin text justified with numbers or letters.
N2 Text tabbed after numbers or letters justified indented one.
N3 Text tabbed after numbers or letters justified indented two.
N4 Text tabbed after numbers or letters justified indented three.
N5 Text tabbed after numbers or letters justified indented four.
N6 Text tabbed after numbers or letters justified indented five.
N7 Text tabbed after numbers or letters justified indented six.

N8 Text tabbed after numbers or letters justified indented
seven.

N9 Text tabbed after numbers or letters justified indented

eight.

TEXT TABBED AFTER SHORT WORDS JUSTIFIED
This style is like numbered text, but tabbed after short words (6 characters or less). Font size is
11. Below is an example:

NOTE:This is an example of text tabbed after short words. This is an example of text tabbed
after short words.

S1 Full margin text tabbed after short words justified.
S2 Text tabbed after short words justified indented one.
S3 Text tabbed after short words justified indented two.

S4 Text tabbed after short words justified indented three.
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S5 Text tabbed after short words justified indented four.
S6 Text tabbed after short words justified indented five.
S7 Text tabbed after short words justified indented six.
S8 Text tabbed after short words justified indented seven.

S9 Text tabbed after short words justified indented
eight.

TEXT TABBED AFTER LONG WORDS JUSTIFIED

This style is like the short word text except it's tabbed after long words. (8 characters or less).
Font size is 11. Below is an example:

EXAMPLE: This is an example of text tabbed after long words. This is an example of text
tabbed after long words.

L1 Full margin text tabbed after long words justified.
L2 Text tabbed after long words justified indented one.
L3 Text tabbed after long words justified indented two.
L4 Text tabbed after long words justified indented three.
L5 Text tabbed after long words justified indented four.
L6 Text tabbed after long words justified indented five.
L7 Text tabbed after long words justified indented six.
L8 Text tabbed after long words justified indented
seven.
L9 Text tabbed after long words justified indented
eight.
CENTERED TEXT

C1 Centered text, font size 11.

C2 Bold centered headings, font size 12.
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